
RECORDS SERIES PROFILE 
RECORDS RETENTION SCHEDULE 

APPLICATION #870610-01 

SCHEDULE #: 91-0005 

EFFECTIVE DATE: 02/02/91 

Agency Code: 0422 
Agency: Executive Department 

Creating 
Office: 

Series 

O f f i ce  o f  F a i r  Employment Pract ices 

Tit le/Dates: " Inves t iga t ive  Case F i les , "  1978 and 
continuing. 

Access: Confidential (OCGA 45- 19-43(9), 45-1 9-44( a) ( 1 ) ) 
Class: Ind iv idua l  

Related To: Inves t iga t ion  and reso lu t ion  o f  complaints f i l e d  
by ind iv idua ls  a l l eg ing  unlawful d iscr iminatory  
employment pract ices based on co lor ,  re l i g ion ,  
nat ional  o r i g in ,  sex, handicap, o r  age by any 
department, board, bureau, commission, 
author i ty ,  o r  other agency o f  the  state. 

Media: Paper 

Retention 
Requirements: Statute o f  l im i ta t i ons :  two (2)  years (OCGA 

9-3-33) 
Administrat ive: f i v e  ( 5 )  years 

Dispositon 
Ins t ruc t ions :  When case i s  closed, place i n  inac t ive  

f i l e ;  
Cut off i nac t i ve  f i l e  a t  end o f  calander year; 
Hold i n  curreri t  f i l e s  area three (3)  years, 
Transfer t o  State Records Center; 
Hold two (2)  years; 
Then select  a t  random three ( 3 )  case 

f i l e s  (two (2)  regular f i l e s ,  one 
(1) special master f i l e s ) ,  

Transfer the  three (3) f i l e s  t o  the  
Archives f o r  cont inuing retent ion;  

Destroy the  remaining f i l e s .  

This record re ten t ion  plan gives the  s ta te  records committee 
approved re ten t ion  ins t ruc t ions  f o r  the named records ser ies by 
the named creat ing o f f i c e .  

Edward Weldon 
Secretary o f  State Designee 
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